Part Two: Production and Printing Specifications 
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Introduction and General Principles 


Stationery is one of our most widely used forms of 
visual communications. It is also the most personal. 
As a vital facet of our total communications, it is essen- 
tial for each stationery item to be consistent in quality 
and appearance within each System company and 
from one company to another. The Bell System Sta- 
tionery Manual was designed in two parts to help 
attain this consistency. 


Part One of the stationery manual explains the station- 
ery system and illustrates the graphic designs on the 
various stationery pieces. This book is Part Two, and 
its purpose is to standardize the design and mechani- 
cal production with detailed specifications for printers 
and art departments. These are shown on the follow- 
ing pages. This book is a working tool, and its use will 
insure our goal of uniformity of the stationery pieces 
produced with its guidance. 


Trademarks and Reproduction Materials 


The trademarks—bell symbol and logotypes—used for 
stationery have been especially designed for this pur- 
pose. The size relationship of symbol to logotype on 
various stationery items has been very carefully deter- 
mined and must always be maintained. To assure this 
correct relationship, film negatives of each company's 
trademarks for stationery pieces have been provided 
and are available through your company graphics co- 
ordinator. The various sizes of trademarks are iden- 
tified with letters which are keyed to the stationery 
demonstrations in this manual. The components of 
these trademarks are not to be intermixed (for in- 
stance, do not use an "A" symbol with a “B” logo- 
type). And do not substitute. 


It is important that only these materials be used in the 
production of all stationery items. Do not set type for 
logotypes. Do not use general graphics reproduction 
sheets except where specified. Other reproduction 
materials, or modifications, will not conform to the 
specifications of the stationery program. 


All art on the film negative supplied is same-size. This 
film should be maintained as the master negative of 
your company's stationery trademarks. Duplicate film 
negatives should be supplied to printers to strip-in as 
required. This will eliminate shooting direct positive 
copy and save one reproduction generation, resulting 
in a better looking printed piece. 

Embossing Dies 

Embossing dies conforming precisely to the design 
specifications of the bell symbol are available from 
Western Electric in all the required sizes. Their manu- 
facture has been closely controlled to reproduce the 


new bell most exactly. It is strongly recommended that 
only these dies be used for the letterheads, cards and 
envelopes where blind embossing is specified. 


Typography 

To supplement the reproduction material described 
above, it will be necessary to set type for all addresses, 
individual names and titles, departments, etc. With 
few exceptions, the type face used for this purpose 
throughout the stationery system is Helvetica Light. 
The various point sizes and leadings are specified 
on each item. 


Helvetica Light is a handsome, highly legible typeface. 
Its light line, however, requires careful control in proof- 
ing; reproduction proofs from the typographer should 
be scrutinized particularly for over-inking which will 
cause the corners of the letters to be blunted and the 
weight to be increased. Also, check for inconsistent 
inking which will cause the weight of letters to vary 
from one end of a line to another. Photo-composition 
will tend to eliminate these problems, but it should be 
checked for sharpness of focus and printing. 


All letterspacing and word spacing should be speci- 
fied as "tight" which will result in more even color of 
lines and blocks of type as well as in a more contem- 
porary look. The typography used in the stationery in 
this manual demonstrates this technique. 


Color 


All colors specified herein have been formulated by 
Pantone, Inc. and swatches are available on the re- 
quired variety of paper stocks. While these swatches 
are imprinted with ink formulation information, they 
are intended for visual matching; the ink formulations 
should be used mainly as guidelines toward achieving 
accurate visual fidelity. 


Paper Stock 


Paper classification, grade and weight have been spe- 
cified for each piece demonstrated in this manual. 
Careful consideration has been given to the appropri- 
ateness and costs of these papers as well as to their 
visual appearance. You will note that more expensive 
grades are specified for selective management levels 
of correspondence and less expensive grades for 
high-volume and internal correspondence. 


"Natural" white is specified for all letterheads because 
of its greater warmth and more personal look, as 
opposed to the cooler blue-white papers containing 
fluorescent dyes. Various grades of stationery paper 
with the bell symbol watermark may be obtained 
through Western Electric. 


Letterhead Dimensions 


Although 8/2 x 11 is a familiar, colloquial designation 
for letterheads, most fine letterheads actually measure 
898 x 1075, the size prescribed here. This slight differ- 
ence in size permits the printer to use standard sheet 
sizes and allows for “squaring” the sheets before the 
press run to aid registration. Also, sufficient paper is 
left to afford final trimming on a// sides of each letter- 
head, thereby providing maximum safeguards for 
meeting the layout specifications. This means that an 
inadvertently wider trim on one letterhead does not 
encroach on the neighboring letterhead on the press 
sheet. 


Our letterhead size affords the conscientious printer 
the opportunity to exhibit his ability to be precise. 
There should be little or no charge for the required 
trimming. 

Printing Processes 


Selection of the proper reproduction process takes 
into account the capabilities and limitations of each 
printing technique. The objective is to obtain the high- 
est degree of consistent quality and flexibility at rea- 
sonable cost. 


Lithography (offset): best suited process for the major- 
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ity of stationery items regardless of paper quality or 
surface textures; particularly suited for large volume 
orders and printing of pantograph patterns on enve- 
lope forms. 


Steel Die Engraving: best suited for combining engrav- 
ing and blind embossing for selected executive sta- 
tionery and business cards; may be combined with 
lithographed letterheads—engraving the names and 
titles for executive level stationery. 


Letterpress: least capable of quality and consistency 
on soft surfaced papers; particularly unsuited for rag 
content bonds, large solids or pantograph patterns; 
requires added attention when used for imprinting (as 
on business cards) to control typographic distortions. 


Thermography: a process that produces a poor imita- 
tion of steel die engraving, further complicated by the 
deficiencies of letterpress printing on stationery and 
business cards. This printing technique is unsuitable 
for our purposes. 


Any questions concerning the stationery specifica- 
tions contained in this manual should be directed to 
the Project Chairman—Design and Appearance, De- 
partment of Environmental Affairs, AT&T. 


On any given piece of stationery, the dimensions 
controlling the placement of elements remain constant, 
regardless of whether the company's logotype is one 
line or more. In this demonstration, dimensions A, B 
and Care identical for Indiana Bell and Southern New 
England Telephone. Dimension X is an integral part of 
the reproduction materials and is not to be altered. 


General Company Letterheads (Trim size: 8-3/8" x 10-7/8") 


The specifications below cover the 

following variations: 

1. Letterhead containing company 
trademark, address and telephone 
number only 

. Letterhead containing sender's name 

. Letterhead containing sender's name 
and title 

. Letterhead containing sender's name, 
title and department 

. Letterhead containing department or 
business office 

. Second sheet 


D aA A C! 


— 1-1/2” 


Sender's name (department or business 


office when sender’s name not included): 


8 point Helvetica Medium 


Aligns horizontally with first line of 
address 


Sender's title and/or department: 
8 point Helvetica Light 

2 points leaded, 2 points from Helvetica 
Medium line above 

If information exceeds 12 picas width, 
break into additional line(s) 


These dimensions remain the same for 
companies with multiple-line logotypes 


8 point Helvetica Light, 2 points leaded 


Typing guide mark: 
Hairline rule. Allow 1/8” inside trim line, 
1/8” bleed 

Positioned 3-1/2” from bottom trim 
Does not appear on second sheet 


Paper stock recommendation: 
natural white, wove finish 
20 Ib. bond 25% rag content 


ommunity Relations Manager 
ublic Relations Department 


All general company letterhead first sheets 
contain the special stationery company 
trademark, company address and 
telephone number. 


The second sheet contains the Bell symbol 
only. The size, position and color of this 
symbol are identical to the letterhead; 

all other material is simply deleted. Paper 
stock must be identical to letterhead. 
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Trademark A 


t. Louis, Missouri 63101 
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Record Copy (Trim size: 8-3/8" x 10-7/8") 


2-7/16" 


m" 


3/8" 7/16" 


Ado p109 


The Bell symbol is from the “A” 
trademark on stationery reproduction 
material negative. 


This copy, in conjunction with your 
company logotype as indicated, also 
appears on the stationery reproduction 
material negative. 


Color is Bell Blue. 


Paper stock recommendation: 

Blue or Green 8-9 Ib. all chemical wood 
pulp, flat finish. For maximum 
permanence or extreme manifolding, 
substitute 7 Ib. 100% rag, smooth finish. 
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General Company Envelope (9-1/2" x 4-1/8") | 


Trademark A 


These dimensions remain the same for 
companies with multiple-line logotypes. 


hicago, Illinois 60606 


~<—3/4” 


8 point Helvetica Light, 2 points leaded. 


There is no printing on the back of the 
envelope. However, if a form number 
is required it should be printed on the 
back in 6 point sans serif type, 
preferably Helvetica Light. 


Air Mail Envelope (9-1/2" x 4-1/8”) 


These dimensions remain the same for 
companies with multiple-line logotypes. 


8 point Helvetica, 2 points leaded. 


There is no printing on the back of the 
envelope. However, if a form number is 
required it should be printed on the 
back in 6 point sans serif type, 
preferably Helvetica Light. 


Trademark A1 ilwaukee, Wisconsin 53202 


-—— — 1-1/2” 


ES <— The red and blue stripes should bleed to 
the back of the envelope, as indicated. 
No other printing is to appear on the back 
with the exception of a form number, if 
required, which should be set in 6 point 
sans serif type, preferably Helvetica Light. 


This copy appears on your reproduction 
gi material. Do not set tvpe. 
. LI 
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General Company Business Card with short title : EA à A 
The name-title unit is 1/2 pica to the right 
center card of center. 


Name: 8 point Helvetica Medium. 

Title: 7 point Helvetica Light. 

Note: Name/title units longer than 1-7/8" 
should be set in two lines or more. 


In cases where company name and 
address calls for fewer or more lines 

than the demonstration, this dimension is 
to be from the bottom of the Bell symbol 
to the bottom of the body of the company 
name, excluding capitals and descenders. 


Bell symbol H 


16 New Montgomery Street 


an Francisco, California 94105 7 point Helvetica Light, 2 points leaded. 


This dimension remains constant in all 
situations. 


3/16" 


General Company Business Card with long title Name-title unit is 1/2 pica to the right of 


center card center. 


Name: 8 point Helvetica Medium. 
Title: 7 point Helvetica Light. 
4 points Line lead. 


Titles of sufficient length to require two 
Edward J. Nelson lines are to be 2 points leaded, 
General Personnel Supervisor centered line-on-line and centered on 


—M— P — person's name. 


Bell of Pennsylvania Specifications for symbol, company name 
One Parkway, Philadelphia 1^ and address identical to example above 


Pennsylvania 19102 N (Standard Business Card with short title). 
: 3/16” | For two-line name-title units, this dimension | 


becomes 1-1/16". (Example is three-line — 
^ x name-title unit.) 
This dimension remains constant in all 


situations. 


Note: On all business cards, the company 
name as well as the address is typeset, as 
specified. Do not reduce logotypes to fit. 


1-7/8” 


1/8” Paper Stock Recommendations: 
General Company Envelope: 


——— N 
Rote Natural white, wove finish 


^ 1/8" 20 Ib. Bond—Rag content 25% 
—- 1 (to match General Company Letterhead). 
Finished size: 9-1/2" x 4-1/8". 


Air Mail Envelope 


National White, wove finish 
13 Ib. Bond—Rag content 2596. 
Finished size: 9-1/2" x 4-1/8". 


Standard Business Cards (both versions) 


Natural white thin card Bristol, 
plate finish, 110 Ib. 

Rag content 5096. 

Trim size: 2" x 3-1/2". 


Air Mail Envelope, Inside (See page 6 for specifications for outside) 
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x 4-1/8”. Bell symbol 


pattern bleeds where possible. 


Avoid 


The example is a ope #10 envelope, 
1/ 
(Yo 


finished size 9- 


converter can provide 
the information necessary for this 


printing in areas to be glued. 
determination.) 


ur envelope 


20803049 


699999999 
olola 


with your reproduction materials. 


Pantographic pattern of bell symbols is 
tes ibe 
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Sender's name: 8 point Helvetica Medium. 
Align horizontally with first line of address. 


Sender's title: 7 point Helvetica Light. 
2 points from Helvetica Medium line 
above. If information exceeds 9 picas 
width, break into additional line(s). 


2-line titles are to be 2 points 
leaded, flush left. 


These dimensions remain the same for 
companies with multiple-line logotypes. 


7 point Helvetica Light, 2 points leaded. 


If second sheets are desired, they must 
be of the same stock as the letterhead. 
Delete all printed copy but retain the 
embossed symbol in the exact size and 
position as on the letterhead. 


Blank sheets of letterhead stock are also 
acceptable as second sheets. 


Typing guide mark: 

airline rule. Allow 1/8" inside trimline, 
1/8" bleed outside trimline. 
Positioned 3-1/8" from bottom trim. 


Trademark B 
Bell Symbol 
blind embossed 


oston, Massachusetts 02107 
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New EnglandTelephone 


[L85 Franklin Street 
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Bell Symbol F, blind embossed 
8 point Helvetica Light 


8 point Helvetica Light; 2 points 
leaded, flush left. 


Typing guidemark: 
Hairline rule. Allow 1/8" inside trim line, 
1/8" bleed. 


Positioned 3-1/8" trom bottom trim. 
Does not appear on second sheet. 


Note: All blind embossing must be 
hot-stamped 


1-3/16" 


Edward J. Nelson 
À 198 Broadway, New York, N.Y,10007 


Alternate General Company Letterhead (Trim size 8-3/8" x 10-7/8") 


Note: For companies who wish to retain 
the conservative left-side letterhead 
format, this design is acceptable. 

The recommended format in the new 


The specifications below cover the 

following variations: 

1. Letterhead containing company 
trademark, address and telephone 


design system is described on page 4. number only 

. Letterhead containing sender's name 

. Letterhead containing sender's name 
and title 

. Letterhead containing sender's name, 
title and department 

. Letterhead containing department or 
business office 

. Second sheet 


o Oc A WN 


3/8" | 


Trademark A 
ewark, New Jersey 07101 
hone (201) 649-4135 
dward J. Nelson 
CET CN 


e— —— 1-1/2”. 


All general company letterhead first sheets 
contain the special stationery company 
trademark, company address and 
telephone number. 


The second sheet contains the Bell symbol 
only. The size, position and color of this 
symbol are identical to the letterhead; 

all other material is simply deleted. Paper 
stock must be identical to letterhead. 


These dimensions remain the same for 
companies with multiple-line logotypes 


8 point Helvetica Light, 2 points leaded 
16 points line lead 


Sender's name (department or business 
office when sender's name not included): 
8 point Helvetica Medium 


Sender's title and/or department: 

8 point Helvetica Light 

2 points leaded, 2 points from Helvetica 
Medium line above 

It information exceeds 12 picas width, 
break into additional line(s) 


Paper stock recommendation: 
natural white, wove finish 
20 Ib. bond 25% rag content 


Typing guide mark: 

hairline rule. Allow 1/8” inside trim line, 
1/8" bleed 

Positioned 3-1/2" from bottom trim 
Does not appear on second sheet 


Company Memorandum (8-3/8" x 7-1/2" or 8-3/8" x 10-7/8") 


Example is 8-3/8" x 7-1/2". 

For 8-3/8" x 10-7/8" size, retain all 
print specifications and adjust 
bottom trim only. 


Trademark A 


enver, Colorado 80202 
hone (303) 266-4344 


5/16 Edward J. Nelson 
isplay Supervisor 


2-3/8 ——— 


8 point Helvetica Light 


"Date" aligns with first line of address. 


These dimensions remain the same for 
companies with multiple-line logotypes 


8 point Helvetica Light, 2 points leaded. 


16 points line lead 


If personal imprint is desired, set name in 
8 point Helvetica Medium and title in 8 point 
Helvetica Light, 2 points leaded, flush left. 


Paper stock recommendation: 
White wove finish 16 Ib. No. 1 Sulfite. 
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3/16” 


Trademark D ( 
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Trademark E 
Indiana Bell 
^" > 


Paper stock recommendation: 


Company memoranda sheets: 
White wove finish 16 Ib. No. 1 Sulfite, 
padded on top edge. 


Mailing labels: 
White 50 Ib. English finish, 
pancake gummed. 


Mailing Labels (3" x 5" and 4" x 7") Hairline rules 


7 point Helvetica Light. 
Address must always be one line. 


Logotype l 


Company Logotype is centered horizontally 
on bell symbol. 


Note: For horizontal centering of one line 
logotypes, visual centerline is the top 

of lower-case letters. For two line 
logotypes, visual centerline is the bottom 
of lower-case letters of the first line, 
excluding descenders. 


Bell Symbol L 
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3/16 27 Church Street, New Haven, Connecticut 06506 


1-3/8" 


1-3/8" 


n Second Avenue, Seattle, Washington 98104 


Pacific Northwest 11 
Logotype J 

8 point Helvetica Light 

Address must always be one line. 

Company Logotype is centered horizontally 7 
on bell symbol. 1-13/16 


Hairline rules 
Bell symbol M 


Interoffice Envelope (9-1/2" x 12-1/2") 


ES 
1/4" 


Bell Symbol M 


1/4" 


24 point small Helvetica Regular 


14 point Helvetica Regular, set solid, 
flush left, ragged right. 


3/8" Holes, drilled or punched. 
Hairline rules 


Spaces allow for the use of 
addressograph plates. 


Paper stock recommendation: 
Grey Kratt 28 Ib. 


Not to be used in U.S. Mail. 
o expedite delivery 
please address adequately. 
se only one consecutive space 
or each address. 
se all spaces 
before discarding envelope 


1-7/32" 


1-7/32" 


First Class Envelope (9" x 12") 


Trademark C 


10 point Helvetica Light, 2 points leaded 
flush left, ragged right. 


Diamond design bleeds to back 
of envelope. 


Align diamond tangent points on fold line. 


Note: On back of envelope, repeat words 
"First Class Mail," using the reproduction 


art shown here, place so as to clear all flaps. 


No other copy is to appear on the back. 
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116 New Montgo 
San Francisco, California 94105 
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be nn l-i 


5/16” 


viż 


5/8' 


= A 


A Hairline rules 


This copy appears on your reproduction 
material. Do not set type. 


rifst Class Mail 


TT 


5/16" 5/8" 


3-1/2" 


Reproduction Sheet for Bell System Stationery 


The bell symbol, first class mail and air mail have been especially 
prepared for the stationery items as specified in the Bell System 
Stationery Manual, Part Two — Production and Printing Specifica- 
tions. Each bell symbol, first class mail and air mail usage in the 
manual is cross-referenced to the letters shown on this sheet. 
Only the symbol specified for each stationery item is to be used. 


First Class Mail First Class Mail 
First Class Mail First Class Mail 


First Class Mail First Class Mail 
Air Mail AirMail AirMail AirMail AirMail Air Mail 


Symbol for 3" x 5" Mailing Label L 
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Symbol for 4" x 7" Mailing Label 
and Inter-Department Envelope M 


© © © © 
© @ © © 


